
 
 

 

Microsoft Teams End User Guide 

for 

Information Technology Support Services Contract 

Version 1.0 

 
National Labor Relations Board 

Office of the Chief Information Officer 

5/25/2020 

Prepared by  
Puyenpa Services 

 



Microsoft Teams End User Guide 

1 
 

 

Table of Contents 

Revision History ............................................................................................................................ 2 

1 Executive Overview ................................................................................................................ 3 

2 What is Microsoft Teams? ..................................................................................................... 3 

3 Does Teams replace SharePoint? .......................................................................................... 4 

4 Overview of Teams Features.................................................................................................. 4 

5 Detailed Features and Using Teams ...................................................................................... 4 
5.1 Sign In .............................................................................................................................. 4 
5.2 Pick a team and channel ................................................................................................... 5 
5.3 Start a conversation .......................................................................................................... 6 
5.4 Start a Meeting ................................................................................................................. 7 
5.5 Make video and audio calls.............................................................................................. 7 
5.6 @Mention Someone ........................................................................................................ 8 
5.7 Reply to a conversation .................................................................................................... 8 
5.8 Add an emoji, meme, or GIF ........................................................................................... 9 
5.9 Stay on top of things ........................................................................................................ 9 
5.10 Share a file ..................................................................................................................... 10 
5.11 Add a tab in a channel .................................................................................................... 10 
5.12 Work with files .............................................................................................................. 10 
5.13 Search for Stuff .............................................................................................................. 11 
5.14 Add Apps ....................................................................................................................... 11 
5.15 Find your personal apps ................................................................................................. 12 

 





Microsoft Teams End User Guide 

3 
 

 

1 Executive Overview 

The purpose of this document is to provide end user with all the relevant information regarding 
usage of Microsoft Teams in NLRB. Teams will be the replacement for skype for business and 
will be used by agency members for a variety of purposes. It will serve as a communicator, 
document sharing system and for planning/management of resources to accomplish the day to 
day tasks. Teams integrate tightly with a variety of Microsoft 365 products like SharePoint 
Online (agency intranet), Power Platform, Stream and Planner which the agency will be adopting 
for respective needs. 

2 What is Microsoft Teams? 

Microsoft Teams is a persistent chat-based collaboration platform complete with document 
sharing, online meetings, and many more extremely useful features for business 
communications. 
 
Having an excellent team space is key to being able to make creative decisions and communicate 
with one another. Shared workspace software makes this much easier to achieve, especially if a 
team is based in a very large company, has many remote employees, or is made up of a 
significant amount of team members. 
 
Microsoft Teams has many core components that make it stand out from other collaboration 
software: 
 

• Teams and channels. Teams are made up of channels, which are conversation boards 
between teammates. 

• Conversations within channels and teams. All team members can view and add to 
different conversations in the General channel and can use an @ function to invite other 
members to different conversations, not unlike Slack. 

• A chat function. The basic chat function is commonly found within most collaboration 
apps and can take place between teams, groups, and individuals. 

• Document storage in SharePoint. Every team who uses Microsoft Teams will have a 
site in SharePoint Online, which will contain a default document library folder. All files 
shared across all conversations will automatically save to this folder. Permissions and 
security options can also be customized for sensitive information. 

• Online video calling and screen sharing. Enjoy seamless and fast video calls to 
employees within your business or clients outside your business. A good video call 
feature is great to have on a collaboration platform. One can also enjoy simple and fast 
desktop sharing for technical assistance and multi-user real-time collaboration. 

• Online meetings. This feature can help enhance your communications, company-wide 
meetings, and even training with an online meetings function that can host up to 10,000 
users. Online meetings can include anyone outside or inside a business. This feature also 
includes a scheduling aid, a note-taking app, file uploading, and in-meeting chat 
messaging. 

• Audio conferencing. This is a feature you won’t find in many collaboration platforms. 
With audio conferencing, anyone can join an online meeting via phone. With a dial-in 
number that spans hundreds of cities, even users that are on the go can participate with no 
internet required. Note this requires additional licensing. 
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• Full telephony. That’s right! The days of seeking VoIP vendors and overspending on a 
phone system are finally over. Microsoft Teams can completely replace your business’ 
existing phone system. Note this requires additional licensing. 

3 Does Teams replace SharePoint? 

No, Microsoft Teams and SharePoint are two completely different platforms with different 
capabilities and uses. SharePoint's strength lies in storing and managing your documents. Teams, 
on the other hand, is a collaboration hub that simplifies the experience of working with Office 
365. When organizations first deploy Teams, there's often some confusion about where files are 
stored and where they should be worked on because users see the File tab within Teams. 
 
The most important thing to understand is that the content accessed through Teams—whether 
through the Files tab or shared via chat—is actually stored in SharePoint or OneDrive for 
Business. 

4 Overview of Teams Features 

5 Detailed Features and Using Teams 

5.1 Sign In 

Once OCIO rolls out teams to the entire agency, users should be able to find it by going to the 
Start          > Microsoft Teams. Enter your agency email address and click on ‘Next’. 
 
 
 

Figure 1: Overview of Teams Features 
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5.13 Search for Stuff 

Type a phrase in the command box at the top of the app and press Enter. Then select the 
Messages, People, or Files tab. Select an item or click Filter    refine your search results. 

 

5.14 Add Apps 

Click Apps       on the left. Here, you can select apps you want to use in Teams, choose the 
appropriate settings, and Add. 
 
 

Figure 15: Work with Files 

Figure 16: Search for Stuff 
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5.15 Find your personal apps 

Click More added apps  to see your personal apps. You can open or uninstall them here. 
Add more apps under Apps 
 
 

Figure 17: Add Apps 

Figure 18: More added apps 
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Managing Teams  

• Can I create a Team?  

• No. To request a new Team, please submit a Teams Request via 

the OCIO ServiceDesk via email at . 

• Can I assign team members?  

• Currently, team membership is managed through OCIO.  The 

OCIO will review requests to add team members by submitting a  

request via the OCIO ServiceDesk via email at 

 

• Are Teams automatically created for the offices/departments?  

• A Microsoft Team has been created for every office/department in 

conjunction with the Shared Drive Migration Project. If you don’t 

see a Team created for your office/department, please submit a 

ticket via the OCIO ServiceDesk via email at  

• Who can change a Teams name?  

• Currently there is no option to change the name of a Team.   

• Can any shared file uploaded in Teams be edited by all members of 

that site?  

• All members of a team can review, edit and upload files for 

the Teams/Channels for which they are a member.  

• Should I create one Team or multiple channels?  

• That depends. Teams are created to support office collaboration. 

If you are working on a project for your office, a channel may be a 

better option.   

• Can I change the look and feel of my Team?  

• There are only two changes that can be made to the appearance 

of Teams: 

1) The "theme" for the entire application can be changed from 

light to dark or high contrast. 

(b) (7)(E)

(b) (7)(E)

(b) (7)(E)
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2) The icon for an individual, can be changed to any picture you 

upload. 

• Can I change the chronology of posts so that the most recent is the 

top?  

• Teams displays Posts in the order in which they were entered.  You 

can search to find a specific post. 

Microsoft Teams Use 

• Is there a connection between Skype and Teams?  

• No.  Teams will replace Skype for Business. 

• Will Teams integrate with Microsoft Office, Outlook, and NxGen 

• There is no direct integration with Teams to other applications 

other than Microsoft Office 365 (e.g., Outlook, Word, Excel, etc.). 

Office files stored within Team sites or channels can be opened 

and edited directly within Teams. You can also create new Office 

files directly within a Team/Channel or upload existing files for 

sharing. Your Outlook calendar is also integrated within Teams. 

• Should we begin to work in Teams immediately after this training?  

• Every employee at NLRB has access to MS Teams today and can 

begin using it immediately. You will also be able to use Teams for 

external calling once your office is migrated from Skype to Teams 

Only Mode. Teams can be used for internal calling today. 

• What’s the difference between posting and emailing?  

• Posting in Teams and Emailing are two separate processes.  You 

can send emails from Outlook.  You can create Posts in your 

Teams Channels and send messages in your Private or 

group Chats.  

• What is the retention period for chats in Teams?  

• Personal or one-to-one chats are deleted after 24 hours. 

Meeting notes, Teams and Channel chats are retained 

permanently.   
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• Can files uploaded in Teams be edited by anyone within the team?   

• Yes. Files uploaded and shared in Teams are accessible to every 

member of that Team and/or Channel.   

• Can we still use Skype?  

• Yes, for now.  NLRB plans to retire Skype for Business on or 

around May 2021.  

Meeting and Calendars and Outlook  

• Does the meeting process apply the same to requesting meetings 

with people outside our organization?  

• Yes. Outside participants can now be invited to your Teams 

meeting. 

• Can I integrate the Teams calendar with Outlooks calendar? 

• You can use your Outlook Calendar to schedule and 

view your Teams Meeting.  When creating a calendar invitation, 

choose the Teams Meeting option to add your Team information. 

 

• Can I set up a meeting for a whole team or a whole channel 

(without entering all the invitees)?  

• Yes, but only when creating the meeting from within Teams. 

• Does the scheduling assistant include Teams and Outlook calendar 

events or only Teams-based events?   

• Yes.  The Scheduling Assistant works the same for Outlook 

and Teams for any scheduled meetings and Events.  

• Can external users be invited to a Teams meeting? 

• Yes. 
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• Do external users need to have Teams installed on their computer 

or mobile device? 

• External users have the option of using a web browser or can 

download/use the Teams application directly from Microsoft as 

desired. 

Teams and NxGen  

• Can the information saved in Teams be integrated with NxGen?   

• Users will continue to adhere to existing Case Processing 

procedures. 

• Is there a function for uploading into NxGen?  

• NxGen and Teams are not integrated.  

• How would we save posts, replies, or chats in order to preserve them 

or upload them elsewhere (like our NxGen case file(s)), if needed?   

• The only current method to save a post, reply or chat and upload 

them elsewhere would be to download a screen capture and 

upload it to the other system. You should abide by current Case 

Processing procedures. 

Phones call and chats in Teams 

• Is there a way to retain personal chats for longer than 24 hours?  

• The current Agency policy is that one-to-one chats are only 

retained for 24 hours. 

•  Will we be able to make calls from our regular work phones or will 

all our calls be made through Teams?  

• Teams works with your new agency desk phone in addition to the 

iPhone mobile app or your computer. You can choose the device 

that best fits your calling situation. For more information, please 

contact the OCIO Service desk  for this 

question.  

• Can you screenshot a chat?  

(b) (7)(E)
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• Teams does not have built in screenshot functionality.  You can 

create a screen shot of your Teams screen using another software 

application, i.e., Microsoft Paint, and Microsoft Snip and Sketch, 

outside of the Teams application. 

 




